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Introduction: 

This function is usually used to           

import data from the neighbour 

sheet, exists on same workbook,  to 

the required sheet. 

While using this function, you 

must keep one value constant, 

against which you have to import 

data from the neighbour sheet. For 

example, you want to import data 

for Code# 123456, then you must 

select this number while using 

vlookup, to import exact data. 

Now we will see further in this 

article, that how this function 

works. 

Explanation: 

Suppose we want to import  below 

data against Empl. IDs, from 

Neighbor sheet A to the Target 

sheet B, 

 Name 

 Position 

 Date Of Joining 

 Nationality 

 

1)-First of all you have to write all 

Empl. IDs, against which you want 

to import data, as shown in fig. B. 

2)-Now write below formula 

starting with “=”, in Name Cell 

which is C:10,  

=VLOOKUP( 

as shown in fig. B.1  

3)-Now leave this formula as it is, 

and select all Computer# (Em. 

Id),with the help of mouse.  

You will see that the system have 

Automatically written your 

selected cells, which are from B:10 

to B:19. as shown in Fig. B.2.  

 

Fig. A  ( Neighbor Sheet)  

Fig. B - Target Sheet  

B.1  

B.2  
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4)- Now go to the neighbor sheet, 

from where you want to import 

data, and select Employee ID Cell, 

and drag horizontally to the last 

column, Which is “Nationality (E)”, 

as shown in Fig. A.2. 

Now press “Ctrl + Below Arrow 

key”, to select complete range 

available in our Mandatory sheet, as 

shown in Fig. A.3. 

 

5)- Now put comma and write 2, 

then again comma, as shown in Fig. 

A.4.  

=VLOOKUP(B10:B19,Sheet1!A2:E21638,2, 

Important Note: We have putted 2, 

because Employee Name is 

available at column number 2, as 

shown in Fig. A.2. 

 

6)- Then select an option of “False-

Exact Match”, as shown in Fig. 

A.5,  and press Enter.  

1 2 3 4 5 

A.2  A.4 

A.3  
A.5 
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You will see that the system came to 

your required sheet automatically along 

with an Employee Name in the Cell, see 

Fig. B.3 

7)- Now double click (or press F2) by 

taking cursor, or selecting Name, and 

put $ sign before and after column 

names,  

=VLOOKUP($B$10:$B$19,Sheet1!$A$2:$E$21638,2, 

As shown in Fig. B.4, and press Enter.  

Now our required limits are locked. See 

Fig. B.4.a. 

 

B.3  B.4  B.4.a 

8)- Now grab the bottom of Name cell, and Drag your cursor Horizontally, starting from the Name column, 

till Nationality column, as shown in Fig. B.5 

 

B.5  
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 9)- Now double click on the Position column, and 

replace digit  2 with 3, as shown in Fig. B.6, and 

press enter. Position will come automativcally, 

because the position is at number 3 column, as 

shown in Fig. A.2.  

Same treat with rest cells, and replace 2, with 4 and 

5 to get required information, as shown in Fig. B.7 

and B.8 

 

B.6  

B.7  

B.6 

B.7 

B.8  
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B.9  

10)- If you find Date  in the form 

of numbers, as Shown in Fig. B.8, 

Then Right click on the box and 

select Format cell, then select 

Date Option and then required 

date format, and press OK. See 

Fig. B.9 & B.10. 

Now you have complete 

information for one employee, 

imported from the neighbor sheet, 

See Fig. B.11. 

 

B.10  

B.11 

11)- Now Select column C,D,E and F, as shown 

in Fig. B.12, and then grab the bottom of the 

“Nationality” cell, and drag vertically  to the 

downward, as shown in bellow fig. B.13.  

 

CONGRATULATIONS!! 

Your required data is ready. Now you can format 

your sheet. 

B.12 

B.13 


